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MUNIS® Working Budget Report

OVERVIEW

The Working Budget Report is designed to:

1. Compare actual Revenues and Expenditures for the past two years with the Current Year
Budget.

2. Report Current Year Budget as a calculated column for multi-year funds. (Fund 2 and Fund
360 are multi-year funds consisting of Projects that can be expended over a period extending
beyond one fiscal year.)

This document provides instructions for producing the Working Budget Report in printed form
and magnetic media file formats.

Fund 2 and Fund 360 Budget Appropriation Calculation

Fund 2 and Fund 360 are multi-year funds consisting of Projects that can be expended over a
period extending beyond one fiscal year. Any multi-year fund account is budgeted just once - in
the year of its inception. This Project budget remains in effect over the life of the Project, which
may extend beyond a single fiscal year. Because the Working Budget Report shows budgets for
a single fiscal year, reported budgets for Projects with activity beyond a single fiscal year will be
distorted. To minimize the distortion, the report performs the following calculation:

Project Budget
- Prior Year Actuals

Reporting Year Budget

The calculated budget is reported in the Budget Appropriation column on the Working Budget
Report.

CHECKLIST FOR GENERATING THE WORKING BUDGET
REPORT

|:| 1. Setthe Project Start and Actual Completion Dates.
|:| 2. Generate the Working Budget Report hard copy and magnetic media files.
a. Generate the Working Budget Report with detail
b. Generate the Working Budget Report without detail
. Transfer electronic files to KDE.

[ 3
|:| 4. If necessary, submit replacement electronic files.

Last Update: 10/6/2009 Page 2 of 26



MUNIS® Working Budget Report

SETTING PROJECT START AND ACTUAL COMPLETION
DATES

Establishing proper start and actual completion dates for multi-year Fund projects (2 & 360) in
the Project Master table is an important part of producing this report. Dates must be entered
accurately for ALL projects! Incorrect dates can result in projects missing from or incorrectly
included in the report. The matrix below describes the effect of Start and Actual Completion
Dates on budget reporting for multi-year accounts.

Added to budget calculations?

No Start or Actual Completion Dates Yes
Start Date only, before reporting year Yes
Start Date only, after reporting year No
Actual Completion Date only, before No

reporting year

Actual Completion Date only, after Yes
reporting year

Start and Actual Completion Dates before No
reporting year

Start and Actual Completion Dates after No
reporting year

Start Date before reporting year,
Actual Completion Date after reporting Yes
year
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To Set Project Start and Actual Completion Dates, select:
Financials
General Ledger
Project Accounting Menu
Project Master Maintenance
The following screen is displayed:

[G Project Master Maintenance - MUNIS ==L TES TS5 Y S TEM 2005 02%=%]
File Edit Tools Help

z #wiE BV X Q& 0 (@)

Action
Project code State/Federal Mandate

Project type & drniristering Dept
Title Status

State ID # E stim Completion VE]
Federal CFDA Actual Completion (E
Drawdown freq Fercent complete

Comment

Estimated Funding | Actual Funding

FUNDING SOURCE AMOUNT Milestones

Wiork Orders

Contracts

-
0| | | B | B =
-
]
[

Fixed Szsets

Interal

Contact names

I8 KN | X 2] )] [E]

Displav/Update project master text,

o
=

R

1. Select Find # and click oK ¥ .

2. Move through each of the projects checking that all projects have correct information in the
Start date and Actual Completion fields.
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If a project has incorrect Start or Actual Completion Dates, select the project and use the
Update r function to correct the dates.

GENERATING THE WORKING BUDGET REPORT

This step will print the Working Budget Report and also create the spreadsheet import and
magnetic media files with the option to include account detail on all forms of output.

To Generate the Working Budget Report, Select:
Financials
General Ledger Menu
Inquiries & Reports Menu
G/L Report Writer Functions
State Specific Reports
Kentucky Reports
Working Budget Report
The following screen is displayed:

File Edit Tools Help

- d

Action

Define

Fizcal v'ear for reparts

[nzlude Account Detail.

Output file options

Define report parameters. R

1. Select the Define button.
2. Enter the appropriate fiscal year in the Fiscal Year for reports field.
NOTE: The Working Budget Report may be run for any of the prior three years.

3. The Include Account Detail check box is used to research discrepancies and to provide
detailed reporting for statewide reporting purposes.
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NOTE:After reviewing the report and resolving any discrepancies, run the Working Budget
report with both formats: with detail and without detail. State reporting requirements
make it necessary to produce the Working budget report with the Account Detail box
checked and unchecked

4. Select an Output file option:

Paper/Spool Only
Magnetic Media & Spreadsheet

Both Paper & Magnetic Media/Spreadsheet
- Click OK ¥

5. At this point, if any reporting discrepancies are discovered a box will appear on the screen:

(O w

0 Balancing errars exigt. Only output file option paperspoal anly iz allowed.

To review the errors

- ClickOK ¥

- You will notice the Output file option is now set to Paper/Spool Only
- Select File -> Output

- Select an output option (Print to File, Display, Print) to view the report.

- The end of the report lists any errors and warnings. Errors will prevent the magnetic
media or spreadsheet from being generated. The errors and warnings are as follows:

Errors:

e Fund X Revenue (object codes => 0999) and Expenditures (object codes < 0999) do not
equal

Note: This error indicates the budget for Fund X does not balance.

e Total Funds Transfer Revenue and Expenditures do not equal
Fund X Revenue Transfers for object code 52** = $XXXX
Fund X Expense transfer for function 5200 and object 091* = $XXXX

Note: If this error occurs as a result of transfers in or out of a prior year
project, please contact your Finance Field Staff.
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e Expense transfers for object 091* and NOT function 5200 exist
Fund X and function XXXX=$XXXX
Note: This error indicates the object is attached to an incorrect function code.

Warnings:

e Negative budget amounts exist in Fund X for $XXX for function XXXX and object code
XXXX

Note: Only reported for Funds < 7X

e Contingency fund percentage is less than 2%

Note: Contingency % is calculated as follows:
i. A =sum of object code 0840* for fund 1
ii. B =total expense accounts for funds 1, 2, 310, 320, 350 and 51
ii. Contingency % =A/(B-A)
e Budget amounts do not exist for fund X

Note: Where budget revenues or expenditures do NOT exist for funds 1, 2,
10, 320 or 51 for the reporting year

Take corrective action on all errors and any warnings before proceeding to the next step.

6. Select File -> Output.
The program will behave differently depending upon the Output file option selected:
Magnetic Media & Spreadsheet:

The spreadsheet is generated and the spreadsheet filename appears at the bottom of
the screen.

Paper/Spool Only or Both Paper/Meg Media:

The Print window appears allowing you to print or send the output to file (spool). Select

the output option and click OK V' If the Both Output file option is selected the name
of the spreadsheet file is displayed at the bottom of the screen.
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7. When the process is complete, the spreadsheet and magnetic media are created. You may
need to view the files in spool file maintenance to be sure you transmit the appropriate files to
KDE.

Note: Run the Working Budget report 2 times; selecting detail and then without detail to
create the files required for the KY transfer process.

When the report is created with Include Account Detail not checked, the following reports are
created:

WKBddd.### Working Budget Magnetic Media File

WSBddd.### Working Budget Spreadsheet File

When the report is processed with Include Account Detail checked, the following reports are
created:

WKDddd.### Working Budget Magnetic Media File (with account detail)
WSDddd. ### Working Budget Spreadsheet File (with account detail)

Note: The ddd represents your District Number. The last three digits (###) will reflect
the report sequence number.
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TRANSFERRING WORKING BUDGET FILES TO KDE
(STARTING FY 09-10)

The Working Budget magnetic media and spreadsheet files created in MUNIS will no longer be
transferred to KDE using the kytransfer process. The required files are now submitted thru a
web-based application. This is the same application used to submit SEEK trend data, Tentative
Budget and AFR.

Below are the instructions to prepare the Working Budget files for submission. These
instructions are used after the Working Budget has been created with detail and without detail as
directed in other documentation. Only two Working Budget files will need to be submitted, the
WAKOD file and the WSB file.

To Prepare Working Budget Files for submission, Select:

Admin
Printer/Device Control
Spool F/IM
OR
Dept
Spool F/IM

1. Click the Find # icon and insert user id and date of appropriate files.
The following screen will be displayed:

™ Spool File Maintenance - MUNIS [***TEST SYSTEM™**]
My File Edit Tools Help

ivX | R UAERYX REASE NED S td

Mass Delete Files - LIST MODE -
Digplay Filez Choose one of the menu options or use the toolbar to act on the highlighted file.
MOTE: You can also highlight & file and double-click or press <ENTER? to preview.
Text as PDF
Print Files User D Spool Mame Repart Tille Date Time Pages
‘WK B 4810001 txt 09 1
Output List rgardkde WD 4810007kt 0845 1
rgardkde WSB 4510007 txt 09/28/2003 0844 1
rgardkde WSD 4810007 kst 09/28/2003 0845 1

OYR

2. Four files should have been created when the Working Budget was created. There
will only be two files submitted to KDE (WKD and WSB).

3. Choose the WKD file and make sure it is highlighted.
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4. Select the Word
word file.

icon at the top of the screen. This will open the document in a

5l 99_21761_WKD4810001. txt.do icrosoft Word

Elle Edt Wew Insert Format Took Table Window Help

Plain Text ~ Courier Mew -0 - B IO g - &AL
DEE&ES gy B ORE & BT w -0,
LB SR a3 s e | I %
ks1jw  zoiopr joow |000 000 100 |0s99 | | 001703229.69| 001244986.72| 000969102.00|136.51|09/28/2009
481|W 201001 |0O1 | 000|000 100 1111 | | D01732779.54| 002202356.07| 001937792.08|101.41|059/26/2009
481|T| 2010]1 |00t | 000|000 [falu} 11113 | | 000145384.43| DO0Z53783.97| 000210000.00]|098.39]|09/28/2009
481|W 201011 |0O1 | 000 000 |00 1115 | | 000077784.62| O00052025.33| 000060000.00|09S. 08|09/ 28/2008
481|W| 2010]1 |00t | 000|000 [falu} 11117 | | 000Z83314.65| DO0Z81982.24| 000276927.00]|099.19]|09/258/2009
481|W] 201001  |0O1 |000 000 100 |1800 | | 000000000.00| 0000000%S.00| 000000000.00|099. 19|09/ 28/2009
481|W 201001 |0O1 | 000|000 100 |1800 | 0148 | 0DOO015200.00| OO000000C.O00| 00000000O.00]|093.57|09/26/2009
481 | W| 20101 |oo1 | 000|000 |00 | 1800 |0188 | 000002700.00| 00000Z2278.34| 000000000.00|098.58|09/28/2009
481|W] 201001 |0O1 | 000 000 100 | 1800 0605 | 000000000.00| 000007404.71) 000000000.00]099.40]09/26/2009
481 | W| 20101 |oo1 | 000|000 |00 | 1800 |0607 | 000003066.49| 000000000.00| 000000000.00|099.47|09/26/2009
481|W] 201001  |0O1 |000 000 100 |1800 | 130% | 0000DO708.00| 000000000.00| 000000000.00|099.49|09/28/2009
481|W 201001 |0O1 | 000|000 100 |1800 |2208 | 0DOO0ZO486.71| OO00O0OO00.O00| 00000000O.00]100.00|05/26/2009
481 | W| 20101 |oo1 | 000|000 |00 | 1800 |2208 | 000000000.00| 00002Z5996.42| 000027000.00]098.36|09/28/2009
481|W] 201001 |0O1 | 000 000 |00 1510 | | 000243072.15| 0O000S6903.81| 0000G0000.00] 103, 88|09/ 28/2009
481|W| 2010|1 |00t | 000|000 [falu} 13130 | | 000016000.00| DOOO060000.00| 000020000.00]102.77]09/28/2009
481|W] 201001  |0O1 |000 000 100 3131 | | 000019194.70| 000004325.00| 000010000.00] 103, 12|09/ 28/2009
481|W 201001 |0O1 | 000|000 100 |3131 |0308 | 000012150.00| OO00000O0C.O00| 00000000O.00]103.41]059/26/2009
481 | W| 20101 |oo1 | 000|000 |00 |3131 |0308 | 000000000.00| 000000450.00| 000000000.00]103.40109/28/2009
481|W] 201001 |0O1 | 000 000 |00 |5z20 | | 000079398.37| 000054029.99| 000070000.00]103.95|09/28/2009
481|W| 2010|1 |00t | 000|000 [falu} |1911 | | 000013920.00| DO0010905.00| 000011200.00]104.01]09/28/2009
481|W] 201001  |0O1 |000 000 100 1912 | | 0D0000765.79| 000000000.00| 000001Z00.00] 104.03|09/28/2009
481|W 201001 |0O1 | 000|000 100 |1520 |0078 | 0DOO0OO1Z5.00| OO0001095.00| 000000000.00]104.01]09/26/2009
481 | W| 20101 |oo1 | 000|000 |00 |19z0 |0108 | 000000335.00| 000000000.00| 000000000.00]104.02]|09/28/2009
481|W] 201001 |0O1 | 000 000 100 |1920 0128 | 00000OOS0.00| 0O0O000000.00| 000000000.00]104.02|09/26/2009
481 | W| 20101 |oo1 | 000|000 |00 |15z0 |0156 | 000000425.00| 000001205.00| 000000000.00|104.00]09/26/2009
481|W] 201001  |0O1 |000 000 100 |1920 |01§8 | 000000450.00| 000000000.00| 000000000.00]104.01]09/28/2009
481|W 201001 |0O1 | 000|000 100 |1520 |0604 | DOO0OO1S3.00| OO00O0OO0C.O00| 00000000O.00]104.01]09/26/2009
481 || 2010|1 |01 | 000 | DOo0 |00 |19z0 |0618 | 000003639.28| 000000000.00| 000000000.00|104.10|09/28/2009
481w 20101 ool | 000|000 |00 1920|0619 | 0000000O0.00| 000001450.00( 000002000.00]104.06]09/28/2009
481 | W| 20101 |oo1 | 000|000 |00 |15z0 | 1018 | 000001945.26| 000004089.41| 000000000.00|104.01|09/26/2009
481|W] 201001  |0O1 |000 000 100 |1942 | | 0DOO18622.51| 000000000.00| 000015000.00]104.45|09/28/2009
481|W 201001 |0O1 | 000|000 100 1580 | | DOO078976.31| OO0057126.69| 000000000.00]104.55|09/26/2009
481|T| 2010]1 |00t | 000|000 [falu} |1993 | | 0000D4374.15| 0O0000000.00| 000000000.00]104.99]09/28/2009 ~
481|W] 201001 |0O1 | 000 000 |00 1999 | | 000031740.76| 00000S131.592| 000010000.00] 105, 60|09/ 28/2009 8
481|W| 2010|1 |00t | 000|000 [falu} |1999 | 0707 | ODDOOB266.24| 000000000.00| 000000000.00]105.79]09/28/2009 ©
481)W| 201001 1001 1000|000 100 11999 0708 | 000016483 .66| 000006757.73| 000000000.00]106.01109/28/2009 *
SE] »

Draw = [ auoshapes - S W 1O B 4l

Fage 1 Sec 1 1118 Cdl 1

5. Do not worry about how the file looks. Select File / Save As.

Place the Working Budget files in a folder that can be easily identified and located. Example
is “KDE Files for Submission.” Do not change the file name. Save as a text only file or a
plain text file. Select the Save button.

You will need to be able to find the files easily during the web submission.
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Sawe in |Ia Files Sent to Frankfort il @ = ~ Tools -
Mame | Size | Tvpe | Modified |
e
- File name: |99_21?61_WKD481EIDI31 Jbxck bk - = save I
Save as type! |Te><t Only (4 Exk) - Cancel

6. Close the word document, which returns the screen to the spool directory

Mazs Delete Files
Digplay Files
Text as PDF

™ Spool File Maintenance - MUNIS [***TEST SYSTEM™**]
My File Edit Tools Help

ivX| BB UASRYXRESE NED

--LIST MODE --

Chooze ane of the menu aptions or use the toalbar ta act on the highlighted file.
MOTE: ¥ou can alzo highlight a file and double-click or press <EMTER > to preview,

CEX

User D Spoal Mame Repart Title i Diate Time Pages
T WKB4E10001.64 09/28/2009 0344 1
e WKDAG10001 bt Enter the report ttle of the spool fle [3/28/2009 0845 1
WWSBAS10007. kst ] 1
e WSD 4810001t 09/28/2009 0245 1

OYR

7. Choose the WSB file and make sure it is highlighted.

8. Select the Word icon at the top of the screen. This will open the document in a word
file.
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i 99_12217_WSB4B10001.1xt. doc - Microsoft Word [AEE
Fle Edit Wiew Insert Format Took Table window Help
Plain Text + Courisr Mew 0 - B F O E=E=E EEIiE -4 AL
DEES &Y B @ mm BB T o .
LE ‘‘‘‘‘‘‘ 1 oo I 4o E oo [ ZEEEEINIIT S | E‘
09/28/2008 *#sTEST SYSTEM#*#+
085:44:51 WORKING EUDGET REPORT FOR FY 2010
PRIOE FY 2 LAST FY BUDGET
ACTUALS ACTUALS APPROP
GEMERLL FUND (1)
REVENUES
0999 BEGINWNING BALANCE
TOTAL 0999 BEGIMNIMNG BALANCE 1,703,229.69 1,244,986.72 989,102.00
RECEIPTS
REVENUE FROM LOCLL SOURCES
AD VALOREM TAXES
1111 GENERAL REAL PROPERTY TAX 1,792,779.94 2,202,356.07 1,937,792.08
1112 GENERAL PERS PROPERTY TALX 0o .00 .00
1113 PSC REAL PROPERTY TAX 145,384.43 253,783.97 210,000.00
1114 P3C PER3Z PROPERTY TAX .00 .00 oo
1115 DELINQUENT FROPERTY TAX 77,754.62 52,025.33 60,000.00
1117 MOTOR VEHICLE TAZX 283,314.65 281,982.24 276,927.00
TOTAL AD VALOREM TAXES 2,299,263.69 2,790,147.61 2,484,715.08
SALES & USE TAEES
1121 UTILITIES TALX 759,742.28 543,349.99 650,000.00 =
1121M UTIL TAX-MANUFACTURING CO .00 .oo .oo £
1121T UTIL TAX-TELECOMMUNICATIONS oo .00 .00 ©
11217 UTIL TAX-GAS/ELECTRIC/WATER .00 .oo .oo 8
@ @3 4 4
oraw~ [ adoshapes - . W[ O E 4B d-Z-A-==2 B @ .
Page 1 Sec 1 1j36 col 1

9. Do not worry about how the file looks. Select File / Save As.

Save the WSB file in the same folder where the WKD file was placed. It should be easily
identified and located. Example is “KDE Files for Submission.” Do not change the file
name. Save as a text only file or a plain text file. Select the Save button.

You will need to be able to find the files easily during the web submission.

Save in: |uﬁ mutemp j ) 5 ~ Tools -

Marne | Size | Type | rModified |
['€| 99 _31el4_TSFOZS0001  Exk bk 63 KB Text Document 41242009 2.,

ey

File pname: 00 17217 wWSE4S10001 . kxk. Exb - EH save I
Sawve as bype: |Text Cnly (F bk = Zancel

10. You are now ready to proceed with the new Working Budget web submission. Directions
are on the pages that follow.
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Working Budget Web Submission

The web-based application is the same application used to submit SEEK trend data. Once the Working Budget Files have been prepared, follow the
instructions below for submission:

1. Go to the SEEK District Data Submission login screen located at http://odss.education.ky.gov/webforms.

Kentufﬁy.’g’o; KY Agencies | KY Services | Search

SEEK District Data Submission

Login

Welcome to the web based forms electronic submission page’ This process iz 3 result of the enhancements made to the SEEK application a2t the Department of
Education. Web based forms vill create 2 more efficient and effective data collection process.

Plezze enter your user name and password to access 2 web based form. If you need assistance obtaining 2 user name or password, please contact your
district’s web administrator.

User Name: ‘

Password: l

Before your third try, click here if you have forgotten your User ID and/or Password.

Contact Us : Copyright @ 2008 Commonweszlth of Kentucky

2. Enter your user name and password and click the Submit button [ submit ]
Successfully entering your user name and password will open the SEEK District Data Submission Home page.
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MUNIS® Working Budget Report
KY Agencies | KY Services | Search

Kentucky.gov

SEEK District Data Submission

Home
Home i
SEEK Home Welcome to the SEEK Datz Submission page! This page zllows electronic submission of financial data to the Kentucky Department of Education. This new
KDE Home process is the result of the current SEEK reengineering project. The use of advanced technology vill create 2 more efficient and effective collection a2nd
calculation SEEK process. To access 2 web based form, please click on forms and select the appropriate form.

If you have any gquestions, please feel free to contact our office at (502)564-3846. Instructions to use and submit each form zre located on the form’s page.

You are logged in 2= CPERKIN1 2nd belong to the ODSS - District User group.
You have full access to this site. You can save and submit web forms as well as view reports.

Contact Us i Copyright @ 2008 Commonwezalth of Kentucky

3. Click the Forms link [:I4115 on the left side of the screen.
The list will expand to reveal the available forms options.
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Kentucky.gov

Working Budget Report

KY Agencies | KY Services | Search

SEEK District Data Submission

Trend Data

Tax Rate Levied

Audited AFR

Unaudited AFR

Tentative Budget

Working Budget

Transportation Adjustment EQOY
Transportation Growth Factor
Blind & Deaf Transportation

Home
Welcome to the SEEK Data Submission page! This page allows electronic submission of financial data to the Kentucky Department of Education. This new
process is the result of the current SEEK reengineering project. The use of advanced technology will creste 2 mere efficient and effective collection and

calculation SEEK process. To access a web based form, please click on forms and select the appropriate form.

If you have any questions, please feel free to contact our office at (502)564-3846. Instructions to use and submit each form are located on the form’s page.

You are logged in 2as CPERKIN1 2nd beleng to the ODSS - District User group.
You have full access to this site. You can save and submit web forms as well as view reports.

Contact Us | Copyright € 2008 Commonwealth of Kentucky

4. Click the Working Budget link under the list of Forms options to go to the Working Budget Submission screen.
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Kentucky.gov

KXY Agencies | KY Services | Sea rch

SEEK District Data Submission

Working Budget

Open: 8/24/2008 - 8/15/2008
Trend Data
Tax Rate Levied
Audited AFR District: | Adair County v|
Unaudited AFR
Tentative Budget
Working Budget
Transportation Adjustment EQOY School Year: 200% - 2010
Transportation Growth Factor
Blind & Deaf Transportation

Flezse input the zpproprizte data and then press 'Submit’ when you =re finished. For Help, please resd the Instructions.

Form History: | Mew V|

Working Budget (WKD) | |[ Browse. ..

Working Budget Summary |

(WSE) |(Browse

New Chart of Accounts?

[ Submit ][ Cancel ]

Contact Us | Copyright € 2008 Commonwealth of Kentucky

5. Click the Browse button at the end of the Working Budget (WKD) row.
It will allow you to choose which file to upload by opening the Choose file screen.

Last Update: 10/6/2009 Page 16 of 26



MUNIS® Working Budget Report

Choose file

) Adair
é Z] 11 _go789 WEKDOO10001 bxt.bxt

=l 23_ 56789 _MSEO010001, Exk, bxk

by Recent
Dlocuments

Fi_-

Deszktop

i,

by Documents

by Computer
by Metworl, File name: | Open
Flaces

Files of type: |,-'E-.II Files [*.%) Cancel

6. Click the file you wish to upload, such as 11_89789 WKDO0010001.txt.txt.
The name will appear in the File name: box.
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Choose file

3 Fl11 so7s9 wrDOO1000] bxt. bxt
| ] 23 56759 WSBO010001 . bxk. bxt

My Fecent
Diacuments

F‘ —
[
Desktop

i,

by Documents

.«

by Metwork, File name: |'I 189739 Wk D007 0007 kxk kst
Flaces

Filez of type: |.-'3-.II Filez [*.%)

7. Click the Open button .

The Choose file screen will close returning to the SEEK Data Submission screen.
The file location and name now appears in the Working (WKD) Budget text box. Do not be concerned that the entire file location can’t be seen.
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Kentucky.gov K Agencies | KY Services | Search

SEEK District Data Submission

Working Budget

Cpen: 8/24/2009 - 9/15/2009
Trend Data
Tax Rate Levied
Audited AFR
Unaudited AFR
Tentative Budget
Working Budget
Transportation Adjustment EQY School Year: 2005 - 2010
Transportation Growth Factor
Blind & Deaf Transportation

Please input the appropriate data and then press 'Submit' when you are finished. For Help, please read the Instructions.

District: | Adzir County v|

Form History: | Mew vl

Working Budget (WKD) |E:"-_CDA"-_\-‘.'orI-cing Eudget'-Adair"-_l“ Browse... |

Working Budget Summary -
{WSB) | |LEI]1‘|B§..._]

New Chart of Accounts?

I Submit ][ Cancel ]

Contact Us | Copyright @& 2008 Commonwesalth of Kentucky

8. Click the Browse button at the end of the Working Budget Summary (WSB) row to upload the Working Budget Summary.
The Choose file screen opens.
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Choose file

) Adair
é Z] 11 _go789 WEKDOO10001 bxt.bxt

=l 23_ 56789 _MSEO010001, Exk, bxk

by Recent
Dlocuments

Fi_-

Deszktop

i,

by Documents

by Computer
by Metworl, File name: | Open
Flaces

Files of type: |,-'E-.II Files [*.%) Cancel

9. Click the summary file to select it, such as 23_56789 _WSB0010001.txt.txt.
The name of the file will appear in the File name: box.
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Choose file

=) Adair

é £] 11 _g9789 WKDOODL1000L kxt,bxt

E 23_56789_WSB0010001 ,Exk, bxk

ty Recent
Documents

F‘[_

Desktop

.-;-}

by Documents

u Computer

g

by Mebwark. File name: |23_EE?EE|_WSEEIEI'I Q007 . kst ket
Flaces

Open

Files of bype: |,-'E-.II Files [*.7] Cancel

10. Click the Open button .

The Choose file screen will close returning to the SEEK Data Submission screen.
The file location and name appears in the Working Budget Summary text box.
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Kentucky.gov KY Agencies | KY Services | Search

/

SEEK District Data Submission

Working Budget

Open: 8/24/2009 - §/15/2009
Trend Data
Tax Rate Levied
Audited AFR District: | Adair County ~|
Unaudited AFR
Tentative Budget
Working Budget
Transportation Adjustment EOY School Year: 200% - 2010
Transportation Growth Factor
Blind & Deaf Transportation

Please input the =ppropriate data and then press 'Submit’ when you are finished. For Help, please read the Instruckicons.

Form History: | Mew ‘V|

Working Budget (WKD) |E:'-._CDA'-._\-‘-.'orI—cing Eudget'-.Adair'-._l.H Erowse... |

VWorking Budget Summary [- -~ .00 T -
{WsB) |E. WCOAWarking Eudget.,ndalr._2| Browse

New Chart of Accounts?

[ Submit ][ Cancel ]

Contact Us | Copyright @ 2008 Commonwealth of Kentucky

11. Click the Submit button to submit the files.
Once the files have been successfully submitted, a confirmation screen will appear.
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Kentucky.gov KY Agencies | KY Services | Search

SEEK District Data Submission

Confirmation

Your files have been upleoaded successfully. A confirmation email has been sent to the Finance Officer.
Trend Data
Tax Rate Levied
Audited AFR
Unaudited AFR
Tentative Budget
Working Budget
Transportation Adjustment EOY
Transportation Growth Factor
Blind & Deaf Transportation

Contact Us i Copyright @ 2008 Commonwealth of Kentucky

12. The submission process is now complete. To exit the screen, click the close button E{ and the screen will close.

Please see the next two pages for possible errors that may occur during submission.
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Possible errors that may occur during submission:

Missed their submission window.
This form is only open during the following dates: 05/15/2009 — 05/15/2009.

We have closed the form submission process.
This form has been closed. No data may be submitted at this time.

Internal error with application.
There was an error in loading the page. Please try again later.

File has already been uploaded.
File has been uploaded.

Did not choose file.

Please select the WKD Budget file.
OR

Please select the WSB Budget file.

Chose wrong file.

Please upload a valid WKD Budget file.
OR

Please upload a valid WSB Budget file.

Test to make sure the layout of the detail file is correct.
The Finance Record Import file layout is incorrect.

Invalid district number in detail file.
The following errors were found in files uploaded:
The Finance Record Import file contains an invalid district number.

Invalid budget type in detail file.
The Finance Record Import file contains an invalid budget type.

Invalid fiscal year in detail file.
The following errors were found in files uploaded:
The Finance Record Import file contains an invalid fiscal year.

Not one expenditure record for fund. This applies to funds 1, 2, 310, 320 and 51.

The following errors were found in files uploaded:

The Finance Record Import file does not contain an object code between 0100 and 0998 for fund
code 1.
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Not one revenue record for fund. This applies to funds 1, 2, 310, 320 and 51.
The following errors were found in files uploaded:
The Finance Record Import file does not contain an object code between 0998 and 5640 for fund

code 1.
Invalid fund codes in submission.

The following errors were found in files uploaded:
The Finance Record Import file contains invalid fund code(s).
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